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AdMIN executive
Over 2+ years of experience as Admin Executive
Career-At A Glance

· A committed and sincere professional currently managing the activities at Muthoot Fincorp Ltd as Admin executive. 
· Gained wide experience in managing the entire cycle of transaction processor from sourcing to client appointment and also maintaining records.
· Highly organized with excellent coordination abilities, has efficiently organized thus supporting in improving work atmosphere.  

· Excellent Administrator demonstrated in maintenance of office infrastructure, handling client queries and also escalating etc.
Skill Set:

· Skilled in administrative related works
· Personnel-Company records management abilities
· Excellent client relationship building skills
· Handle day-to-day activities and administrative activities including staffing, tasking, discipline, welfare, and all multifarious development programmes; ensured proper implementation of Rules and Regulations.
· Ability to organize and plan work to satisfy established time frames
· Ability to handle multiple tasks and projects simultaneously 

· Excellent analytical skills, attention to detail, and problem-solving skills 

· Ability to perform work under minimal supervision 
· Computer literate specifically MS Word, Microsoft PowerPoint, Microsoft Excel and have Diploma in Computer Application.
Professional Glimpse

Muthoot Fincorp Ltd, Kerala                                                                                                                                     April ’13- Oct ‘15
(Muthoot Fincorp Ltd., the flagship company of 129 year old Muthoot Pappachan Group, is one of the largest NBFCs in India, registered with the Reserve Bank of India. Muthoot Fincorp has over 3800 branches across India with an average walk in of 50,000 customers per day. The company has a diverse mix of retail offerings catering to the various needs of its customers including Gold Loans, Business Loans, Housing Loan, Auto Loans, Money Transfer, Foreign Exchange, Insurance Services and Wealth Management Services.)
Admin Executive
Major Accountabilities
· Preparation of reports / making quotations, receipts & other documents

· Attending customer enquiries / attending important guests of the company.
· Controlling the office assets, provide needful support to other departments.
· Attending meeting with tax consultants and auditors.
· Providing administrative and secretarial support to service staff.
· Assisting customers with their banking needs.
· Arranging staff meetings and reviewing & planning production schedule.
· Conducting regular business reviews of financial performance.
· Handling Self-Correspondence & all Computer related jobs.
· Placements of orders for day-to-day office requirements.
· Time keeping & basic administrative work / Follow up of Management decision.
· Correspondence with corporate offices through Internet & E-mail.

· Opens customer accounts by recording account information.

· Maintains customer records by updating account information.

· Resolves product or service problems by clarifying the customer's complaint; determining the cause of the problem; selecting and explaining the best solution to solve the problem; expediting correction or adjustment; following up to ensure resolution.

· Attention to detail and analyzing of the data with good time management skills.
· Performs data entry of important materials from source documents to computer database.
· Proactively escalate and communicate call center technology issues to appropriate personnel.

·  Contribute to constant improvement by sharing and implementing ideas with supervisors and other management staff and peers.
· Rapport building and customer interaction to solve the Escalation queries.
· Adhere to latest training and support standards and procedures.

Academics

Master Degree – MA Economics (Kerala University) 
Bachelor Degree – BA Economics (Kerala University)

Hobbies/Extra Activities  
· Listening to Music.
· Drawing and painting.
· Reading Novels and Stories.
Personal Snippet

Date of Birth: April 27, 1990 | Languages Known: English, Hindi, Malayalam | Passport No: N2578578 || Current Location: Karama, Dubai| | Marital Status: Married| Nationality: Indian| Gender: Female |Visa Status: Visit Visa – Expiry on March 10, 2017|References: Available on request

